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Custom-built extract 

process, suitably 

amended for Year 2

The data store is the 

SDs database(s)

Edit Process

SD plugs gaps 

and / or makes 

corrections

District provides any additional information 

that is not included in the extract

or

corrects any data that has previously been 

flagged with errors and/or warnings 

To submit or resubmit data, the 

district:

Renames the file 

appropriately, with proper 

versioning 

Uploads the file to the district’s 

account on Sharefile.com

Note: no passwords or encryption 

should be used in Year 2 of the 

Data Collection Project

Data Collection 

Spreadsheet 

containing partial 

data imported from

.csv files

Return 

spreadsheet with 

errors and / or 

warnings

Updated Data 

Collection 

Spreadsheet 

containing complete 

district data

Data Call

Data Call 

Instructions

SD Contact 

Person

Data Collection 

Spreadsheet 

(template)

Backup of

Data Collection 

Spreadsheet

(empty template)

The empty Data Collection 

Spreadsheet should be kept 

as a backup. A fresh copy may 

also be downloaded from the 

OIC’s web site.

Submit data by 

uploading it to

Sharefile.com

Errors?

Data has been 

uploaded to

Sharefile.com

Errors?
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Return 

spreadsheet has 

been uploaded to

Sharefile.com

Notification that 

data has been 

uploaded

Notification that 

a return 

spreadsheet has 

been uploaded

START

END

.csv files

Extracted .csv files are placed 

into the same folder as the 

empty Data Collection 

Spreadsheet. 

When the ‘Import CSV Files’ 

button in the Instructions tab of 

the spreadsheet is clicked, the 

spreadsheet imports the .csv files 

Data Collection 

Spreadsheet

(empty template)


